SSC San Diego

Local Reporting Procedures

DD Form 350


1.  This document addresses SSC San Diego:

· Local DD Form 350 Procedures;

· DD Form 350 -- Block A3B; and,

· Reporting Deadlines.

2.  Local DD Form 350 Procedures.  An electronic DD Form 350 that includes general guidance for completing the form is available on the Contract Closeout web page.

a.  Contract Specialists are required to:

· Complete the blocks on the DD Form 350 accurately and in a timely manner;

· Include a copy of the DD Form 350 with the Contract Award Checklist (whether electronic or paper) for review by the contracting officer;

· Email Code 2232 (userid “stella.knowles@navy.mil”) an electronic copy of the DD Form 350; and,

· File the completed, signed copy of the DD Form 350 in the official contract file (whether electronic or paper).


b.  The PCO is responsible for reviewing the DD Form 350 attached to the Contract Award checklist.


c.  Code 2232 is responsible for inputting DD Form 350 data into PMRS.

NOTE:  DD Form 350s that require corrections will be returned via email to the appropriate contract specialist.


d.  Various policy guidance for completing the DD Form 350 has also been included on the Contract Closeout web page.

3.  DD Form 350 -- Block A3B.  SSC San Diego Contracting Office Codes for Block A3B on the DD Form 350 are provided below:

	SSC San Diego

Technical Departments
	Contracting Office

Codes

	Staff Codes
	D710C

	NHRC
	D701D

	230
	D710F

	240
	D710E

	260
	D710G

	270
	D710H

	280
	D710J

	290
	D710K


4.  Reporting Deadlines.  To ensure accurate contract reporting, paragraph 2b is quoted from PolicyGram 01-01, issued 20 Oct 00:

“b.  DD 350.  All actions > $25K must be entered into the MIS no later than five working days following the end of the month in which the action occurred.  DD350s for actions over $25K must be submitted to Code 2232 three days after the action is awarded.  All DD350s must be submitted by the Friday before the 12th of the month (if the 12th is a Saturday through Tuesday) or by the Monday before the 12th of the month (if the 12th is a Wednesday, Thursday or Friday).”
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